
 
 
 
 
 
 
 



MAJOR DUTIES 
 
The purpose of this position is to provide general office 
support and assistance to the organizational unit. 
 
1.  Performs one or more of the following duties: receives 
and delivers telephone messages; distributes incoming mail; 
performs simple filing duties; maintains office supplies; 
updates any type of manual log; types labels, envelopes, 
and simple forms; and operates fax machines and copy 
machines.                                            50% 
  
2.  Assists higher level employees with special projects. 
Assistance may include running errands inside and outside 
office unit.                                         50% 
 
A QUALIFIED TYPIST IS NOT REQUIRED. 
 
Responsible for observing all safety rules, regulations, 
and directives applicable to the work assignment. 
 

 
SUPERVISORY CONTROLS 

 
Supervisor closely controls work and provides assignments 
with detailed instructions.  Employee performs tasks that 
are recurring in nature limiting the exercise of 
independent judgment.  Work is spot-checked during progress 
and upon completion for accuracy, completeness, and 
adherence to instructions and established procedures.  
Supervisor is available to assist in solving problems that 
may arise. 
 
Performs other duties as assigned. 
 


